Attachment A to Adm Supts. Meno No. 24

Instructions for Accessing the Entitlenent Cal cul ation Tenpl ate
for Final FY 2005 and Projected FY 2006 Direct Aid Entitlenents
and Local Match Requirenents Based on Actual March 31, 2005
Average Daily Menbership (ADM, Prorated FY 2005 Basic A d
Entitlements, and Adjustnments to the Fiscal Year 2005 Basic Aid
Entitl ement

A downl oadabl e Excel file has been created to allow divisions to
calculate their state entitlenments and | ocal matches for fiscal
year 2005 based on actual March 31, 2005, ADM and the proration
factor for FY 2005 Basic Aid. The Excel file also provides a
sheet | abel ed “Adjustnments to FYO5 Basic Ald” which reflects
adjustnents to the fiscal year 2005 Basic Aid entitlenment such
as overpaynents or paynents nade by the departnment on behal f of
school divisions. These adjustnents reduce the final Basic A d
paynment in FY 2005 for affected divisions. The Excel file
provi des a sheet | abeled “Proration Anounts” which reflects the
prorated and unprorated FY 2005 Basic Aid entitlenents for each
school division. The Excel tenplate is provided for your use
and does not have to be returned to the departnent. The Exce
file is located on the departnment’s Wb site, at the follow ng
addr ess:

http://ww. doe. vi rgi ni a. gov/ VDOE/ Fi nance/ Budget / cal ct ool s. ht n

The Web address noted above brings you to the Budget Ofice’'s
“Cal cul ati on Tenpl ates” Wb page. To downl oad the Excel file,
click on the “Excel Tenplate” link | ocated next to correspondi ng
budget. You may al so access the tenplate by |ogging onto the
departnent’s Web site at http://ww. doe.virginia.gov. Fromthis
home page, select the drop-down box in the top right hand corner
of the page, titled "DOE Ofices.” Fromthis option, click on
"Finance," click on "Budget Ofice," click on "Cal cul ation

Tenpl ates, " and click on the “Excel Tenplate” link for “FY 2005
Final Entitlenments Based On March 31, 2005 ADM”

Pl ease foll ow the steps below to access the Excel file fromthe
Web site using either the Netscape or Internet Explorer browser.

Pl ease follow the steps below to access the file fromthe Wb
site if you use Netscape as your Internet browser:

1. After you click on the file nane on the Wb site, you wll
be pronpted to open the file or save it to a drive. You
may choose either option.
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2. A box will appear warning you that the file contains
macros. The box will pronpt you to di sable the macros or
to enable the macros. Please note that in order for the
tenplate to operate correctly, you nust click on the
"ENABLE MACROS" button.

Pl ease follow the steps below to access the file fromthe Wb
site if you use Internet Explorer as your Internet browser:

1. RIGHT-CLICK on the "Excel Tenplate" link for the
correspondi ng entitlenment sheets.

2. Select "Save Target As" and save the file to your |oca
drive. (Note: The file wll be renaned once you sel ect
your school division fromthe drop-down box.)

3. Once the file is saved, close Internet Explorer and open
the file using Excel.

The Excel file consists of 11 spreadsheets that are described
bel ow

The first spreadsheet, |abel ed “Additional Guidance,” contains
additional information on the proration of FY 2005 Basic Aid.
Thi s spreadsheet provides information on how to view both
prorated and unprorated entitlenents for FY 2005 Basic Aid.

The second spreadsheet, |abeled “lInstructions,” contains
instructions for using the tenplate. Please reviewthis
spreadsheet carefully, as it provides specific gui dance for
calculating final entitlenents.

The third spreadsheet, |abeled “State & Local Funds Wrksheet,”
contains the spreadsheet that is used to calculate fina
entitlements and required |ocal matches. This sheet is used as
fol | ows:

1. Select your division using the drop-down box | ocated
at the top of the spreadsheet. A box will appear that
notifies you that the file wll automatically be saved
to the follow ng |ocation on your conputer's hard
drive: C.\DOE DATA FY 2005 Final Entitlenents\Fina
FY 2005 Entitlenents with Estimated Proration (May 20,

2005) . xl s
2. Next, a box will appear that asks you to confirmthat
you have chosen the correct school division. [If the
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division nanme is correct, click “Yes.” |If you have
sel ected the wong division, click “No” and sel ect the
correct division using the drop-down box.

3. Next, a box will appear that asks you to sel ect either
the DCE or | ocal projection for FY 2006 ADM Pl ease
note that, unlike previous Excel calculation tools
provi ded by the departnent, this file does not offer
an option to change ADM for FY 2005 since ADM for
fiscal year 2005 is now final

4. You have the option to revise the FY 2006 ADM
projection by clicking on the green “Use Local FY 2006
ADM Pr oj ection” button on the pop-up screen; you wl|
be pronpted to enter new projections for both
unadj usted and adjusted FY 2006 ADM The gray “d i ck
here to enter new FY 2006 ADM in the worksheet wl|
al so all ow you to change ADM while working in the
wor kbook.

The "State & Local Funds Worksheet" spreadsheet allows you to
view both the prorated and unprorated Basic Aid entitlenent
anounts for FY 2005 using the blue buttons at the top of the
page. Click on the button at the top of the page |abeled "Cick
here to view FY 2005 Prorated Entitlements"” to view prorated
entitlenments; or click on the button at the top of the page

| abel ed "Click here to view FY 2005 Unprorated Entitlenments" to
view unprorated entitlenents. |In projecting final state
revenues for FY 2005, the prorated Basic Aid entitlenment should
be used; the unprorated Basic Aid entitlenent anount is provided
for information only.

The fourth spreadsheet, |abeled “Required Local Effort,”

sumari zes the division's projected required |local effort for
the Standards of Quality prograns. No data entry is required as
this sheet uses the data fromthe “State and Local Funds

Wor ksheet” to calculate required local effort. Please note that
FY 2005 Required Local Effort is calcul ated based on unprorated
division entitlenents, not prorated division entitlenents.

The fifth spreadsheet, |abeled “Adjustnments to FYO5 Basic A d,”
provi des information on adjustnments to the fiscal year 2005
Basic Aid entitlenment such as overpaynents or paynents made by
t he departnent on behal f of school divisions to the schools for
t he deaf and the blind, nental health/nental retardation
facilities, or sunmer Governor’s School prograns. These
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adj ustments reduce the final FY 2005 Basic Al d paynent for
af fected divisions.

The sixth spreadsheet, |abeled “Prorati on Arounts” provides
information on the prorated FY 2005 Basic A d anount for each
school division. The full Basic Aid entitlenent was multiplied
by a proration factor of 99.537 percent. This results in a .463
percent decrease in the FY 2005 Basic Aid entitlenment for al
school divi sions.

The seventh spreadsheet, |abeled “FY0O5 & FYO6 Basic Ad,”

di spl ays the instructional and support cost conmponents of the
Basic Aid per pupil anmounts for each division and the

cal culation of the state and |ocal shares of Basic A d cost.
Both the FY 2005 prorated and unprorated Basic Aid entitlenents
are shown on this page.

The ei ghth spreadsheet, |abeled “FYO5 & FYO6 K-3,” displays the
final school -l1evel entitlenments for fiscal year 2005 and the
updated projected entitlenments for fiscal year 2006 for the K-3
Primary Cl ass Size Reduction program

The ninth spreadsheet, |abeled “Statew de Totals,” provides
information on total state funding provided for the Direct A d
accounts shown based on the prorated Basic Aid entitlenents for
FY 2005.

The tenth spreadsheet, | abeled “Account Funding Matrix,”
contains a summary of Direct Aid Account Information. This
sheet expl ains which accounts are based on Fall Menbership or
ADM and whi ch accounts require a |local match. There is also
i nformati on on whet her an account is automatically paid or
whet her the programrequires an application or certification.

The final spreadsheet, |abel ed “Account Fundi ng Expl anations,”
provides information on funding fornmulas for the SOQ incentive,
and categorical accounts based on Chapter 951 (2005 Acts of
Assenbl y) .

| f you have any questions about this information, please contact
the Virginia Departnent of Education Budget O fice at (804) 225-
2025.



